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Introduction

You think faster than you type. That is not an opinion — it is a measurable fact.

The average professional types at 40 words per minute. A fast typist reaches 80. But you think and speak

at 150 words per minute or more. Every day, the gap between what your brain produces and what your

fingers can transcribe costs you hours of productive work.

Voice dictation closes that gap. It turns your spoken words into written text at the speed of thought, directly

inside whatever application you are already using. No copy-pasting. No switching windows. No friction.

But raw dictation speed is only the starting point. The professionals who get the most from voice dictation

are the ones who master the shortcuts — the techniques that eliminate pauses, reduce corrections, and

let the words flow from idea to finished text in a single pass.

These 10 shortcuts will transform how you work with text. Each one is practical, each one works today,

and together they will at least double your effective writing speed.

Shortcut 1
The Global Shortcut

Dictate in any app without switching windows

The single most powerful feature of modern voice dictation is the global hotkey. Instead of opening a

dictation app, clicking a button, dictating, and then pasting the result, you press one key combination and

start speaking directly into whatever window has focus.

How it works:

Hold the global hotkey. A small overlay appears. Speak. Your words appear in real time in the active text

field — whether that is an email draft, a Slack message, a Google Doc, or a terminal window. Release the

key to stop dictation and insert the text at your cursor position.

The default hotkey:

• Mac: Option + Space (customizable)

• Windows: Configurable global hotkey

Use case:

You are writing a project update in your company’s project management tool. Instead of typing a

three-paragraph status report, you press the global shortcut and speak the update conversationally. It

takes 45 seconds instead of four minutes.

Pro tip: The hold-to-speak model is intentional: it keeps you in control. Hold, speak, release —

your text is inserted instantly. You can customize the hotkey in Settings to match your

preferred workflow. Some professionals bind it to a dedicated mouse button.
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Shortcut 2
Voice Punctuation

Speak your formatting into existence

New dictation users often struggle with punctuation. They dictate a sentence, then go back and manually

add commas, periods, and paragraph breaks. This defeats the purpose. Experienced users speak their

punctuation as naturally as they speak their words.

How it works:

Simply say the name of the punctuation mark as part of your sentence. The dictation engine recognizes it

as formatting rather than a literal word.

Common voice punctuation commands:

You say You get

"period" or "full stop" .

"comma" ,

"question mark" ?

"exclamation point" !

"colon" :

"semicolon" ;

"open quote" / "close quote" " "

"new line" Line break

"new paragraph" Double line break

"dash" or "em dash" —

"open parenthesis" / "close parenthesis" ( )

Use case:

Dictating an email: "Hi Sarah comma I wanted to follow up on yesterday's meeting period The timeline

looks good comma but I have two concerns colon new paragraph..."

That produces clean, properly punctuated text in one pass.

Pro tip: Practice voice punctuation out loud before your first real session. It feels strange for

about ten minutes. After that, it becomes second nature — most people report that they stop

noticing they are saying “comma” and “period” within a single day of practice.
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Shortcut 3
Quick Correction

Fix errors without breaking your flow

Mistakes happen during dictation. A word gets misrecognized. You change your mind mid-sentence. The

old approach — stop dictating, grab the mouse, select the error, delete it, retype the correction — destroys

your momentum. Quick correction keeps you in the flow.

Key correction commands:

You say What happens

"Scratch that" Deletes the last phrase you dictated

"Undo that" Reverts the last action

"Delete last word" Removes only the last word

"Select [word]" Highlights the specified word

"Replace [word] with [word]" Swaps one word for another

"Go back" Moves cursor back to allow re-dictation

Use case:

You are dictating a report and say "The project will be completed in June." You realize the deadline

moved. Instead of stopping, you say "scratch that" and immediately continue with the corrected version.

Pro tip: Do not aim for perfection on the first pass. Dictate the full thought, then go back and

correct. Trying to get every word right in real time slows you down more than fixing errors after

a paragraph is complete. Think of it like writing a first draft — momentum matters more than

polish.

Shortcut 4
Language Switching

Move between languages without restarting

If you work across languages — drafting an email in English, then replying to a colleague in French, then

annotating a document in Spanish — restarting your dictation engine for each language is painful.

Language switching lets you change your dictation language on the fly.

How it works:

Use a voice command or keyboard shortcut to change the active dictation language. The recognition

engine switches models instantly, and your next words are transcribed in the new language.
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Use case:

You are writing meeting notes. The meeting is in English, but a colleague makes a point in German that

you want to capture verbatim. You switch to German, dictate the quote, switch back to English, and

continue your notes — all without lifting your hands from the desk.

Pro tip: If you regularly switch between the same two or three languages, set up dedicated

shortcuts for each one rather than cycling through a language menu. Direct access to your

most-used languages saves several seconds per switch, which adds up across a full workday.

Shortcut 5
Template Dictation

Standardize your most common responses

How many times a day do you write essentially the same message? Template dictation turns these

repetitive messages into single-command outputs.

How it works:

Pre-define templates for your most common text patterns — email replies, Slack messages, form

responses. When you need one, invoke it by name. The template inserts pre-written text, optionally with

placeholders you fill in by voice.

Example templates:

• "Meeting follow-up" → "Thank you for your time today. As discussed, the next steps are: [dictate].

Please let me know if you have any questions."

• "Status update" → "Project: [name]. Status: [on track / at risk / blocked]. Summary: [dictate]. Next

milestone: [dictate]."

• "Out of office reply" → "Thank you for your message. I am currently out of the office and will return

on [date]."

Use case:

After a client call, you activate the “meeting follow-up” template. The standard structure appears. You fill in

the three blanks by voice in about 20 seconds. A message that would have taken three minutes to

compose from scratch is sent in under a minute.

Pro tip: Start with your five most frequent messages. Track which emails and messages you

write repeatedly over one week, then build templates for the top five. Most professionals find

that 20% of their writing follows predictable patterns. Templating that 20% can save 30 or

more minutes per day.

Shortcut 6
Meeting Notes Shortcut
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Capture meeting content in real time without missing a word

Taking notes during a meeting creates a split-attention problem. You are either listening or writing, rarely

both at the same time. Voice dictation during meetings lets you capture key points by speaking brief

summaries without disrupting your attention on the conversation.

Effective meeting dictation structure:

• Start with: "Meeting with [names], [date], [topic]"

• For each agenda item: "Topic colon [topic]. Decision colon [decision]. Action colon [owner] will [task]

by [date]."

• Close with: "Meeting ended at [time]. Next meeting [date]."

Use case:

During a 30-minute product review meeting, you dictate six action items as they are assigned, each with

an owner and deadline. The meeting ends, and your notes are already a usable summary — no need to

spend 15 minutes afterward reconstructing what was said from memory.

Pro tip: Use short, structured phrases rather than trying to transcribe the full conversation.

Your goal is to capture decisions and actions, not a transcript. Saying "Action colon Mike will

finalize the budget by Friday" takes three seconds and produces a clean note.

Shortcut 7
Code Documentation

Dictate comments, commit messages, and docs without leaving your IDE

Developers spend a surprising amount of time writing words, not code. Comments, docstrings, pull request

descriptions, README files, Jira tickets. All of this is natural language, and all of it can be dictated faster

than typed.

What to dictate in your IDE:

• Inline comments: Place cursor after // or #, dictate the explanation

• Docstrings: Dictate function descriptions, parameter explanations, return values

• Commit messages: Dictate directly into the commit message input

• PR descriptions: Dictate the summary, testing notes, and reviewer context

• Documentation files: Dictate entire sections of READMEs and wikis

Use case:

You have just finished a complex function. Instead of spending two minutes typing a docstring, you press

the global shortcut and dictate the complete description. Forty seconds. Clean documentation.
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Pro tip: Dictation is especially effective for “rubber duck debugging.” Explain your code out

loud as documentation, and you will often catch bugs in the process. Many developers report

that dictating their code comments leads to better-documented code because the friction of

writing is removed.

Shortcut 8
Form Filling

Navigate and complete forms without touching the keyboard

Forms are a particular pain point for keyboard-heavy workflows. Web forms, spreadsheets, CRM entries,

expense reports — they all require tabbing between fields and typing short bursts of text.

Technique for web forms:

• 1. Click or tab into the first field

• 2. Dictate the value

• 3. Press Tab to move to the next field

• 4. Repeat

Use case:

You need to enter 20 expense line items into your company’s expense reporting system. By dictating each

field and tabbing between them, you complete the entire report in five minutes instead of fifteen.

Pro tip: For repetitive data entry, combine form filling with template dictation. If you frequently

enter the same vendor names or expense categories, set up voice shortcuts for them. Saying

"standard lunch" can auto-fill "Business lunch — client meeting" in the description field.

Shortcut 9
Whisper Mode

Dictate effectively in shared and quiet spaces

One of the most common objections to voice dictation is: “I work in an open office.” Whisper mode solves

this by letting you dictate at a very low volume while still achieving accurate transcription.

Tips for effective low-volume dictation:

• Enunciate consonants clearly — volume matters less than clarity

• Use a directional microphone — a headset mic close to your mouth picks up whispers better

• Reduce background noise — close windows, use noise-isolating earbuds

• Speak at a steady pace — rushing causes more errors at low volume

• Choose offline dictation — on-device processing handles quiet audio better than cloud engines
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Use case:

You are sitting in a co-working space and need to draft a proposal. You put on your headset, lower your

voice to a conversational murmur, and dictate two pages of content. Your neighbor does not notice. The

transcription is accurate because the processing happens locally.

Pro tip: Invest in a good headset with a boom microphone or a lapel mic. The distance

between the microphone and your mouth is the single biggest factor in whisper mode

accuracy. A $30 headset can make the difference between usable and unusable low-volume

dictation.

Shortcut 10
Batch Processing

Chain multiple dictations for long documents

Writing long documents — reports, proposals, articles — is where dictation delivers its most dramatic

speed advantage. Batch processing breaks long documents into manageable segments.

The batch processing workflow:

• 1. Outline first: Dictate or type your heading structure (5 minutes for a 3,000-word document)

• 2. Dictate section by section: Place your cursor under each heading and dictate

• 3. Take micro-breaks: 30 seconds between sections to review and preview what comes next

• 4. Review in a final pass: Read through the complete document and make corrections

Use case:

You need to write a 10-page quarterly business review. You outline the six sections in five minutes. Then

you dictate each section in 3–8 minutes, with 30-second breaks. Total dictation time: about 35 minutes.

Total document: 3,200 words. The same document would take 90 minutes or more to type.

Pro tip: Dictate your outline first, then expand each point. Starting with "The three main risks

are colon new paragraph one comma supply chain delays period..." gives you a skeleton to

flesh out. Structure first, detail second — but at three times the speed.

Bonus: The Speed Advantage in Numbers
Voice dictation is not just a little faster than typing. The difference is substantial and measurable.

Words Per Minute Comparison

Method Speed (WPM) Time for 1,000 words

Average typing 40 WPM 25 minutes
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Method Speed (WPM) Time for 1,000 words

Professional typing 65–80 WPM 13–15 minutes

Top-tier typist 100–120 WPM 8–10 minutes

Voice dictation (beginner) 110–130 WPM 8–9 minutes

Voice dictation (practiced) 150–180 WPM 6–7 minutes

Dictation + shortcuts 150–180 WPM* 5–6 minutes

*Effective WPM accounts for the time saved by not pausing to format, correct, and navigate manually.

The Real Multiplier

Raw speed tells only part of the story. The true productivity gain comes from three factors combined:

• Faster input speed — 150+ WPM vs 40–80 WPM (2–3x improvement)

• Reduced context switching — No toggling between thinking and typing mechanics

• Lower physical fatigue — You can sustain dictation speed for longer than peak typing speed

For a professional who writes 3,000 words per day:

Method Daily writing time Annual time saved

Typing at 50 WPM 60 min/day —

Dictation at 150 WPM 20 min/day 170+ hours/year

That is more than four full work weeks reclaimed every year.
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Ready to Dictate 2x Faster?

You have the shortcuts. You have the techniques.

Now you need the tool.

Weesper Neon Flow is professional voice dictation software

that lets you dictate 3x faster than typing, 100% offline.

✓ 100% offline — Your voice never leaves your machine

✓ Works in every app — Email, Slack, IDE, browser — everywhere

✓ 55+ languages — Switch between languages instantly

✓ macOS & Windows — Native performance on both platforms

✓ Professional accuracy — State-of-the-art models running locally

Download Free — 15-Day Full Trial

No credit card required.

■ Download for macOS   (Apple Silicon & Intel)

■ Download for Windows   (Windows 10/11, x64)

weesperneonflow.ai/download

Weesper Neon Flow — Dictate at the speed of thought.
weesperneonflow.ai
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